
 
 

 1 

Policies and 
Procedures 
Reference No. 

BIG 5.5 

Policy Title Reporting and Resolving Policy Violations or Other Concerns 

Category Big 9 Policies 

Author People & Culture 

Divisional Lead 
with Oversight 

Chief People & Culture Officer 

Approver Senior Leadership Team 

Purpose and 
Description 

An employee who becomes aware of a situation that may be a violation 
of one of the Agency’s policies or may involve other misconduct has the 
responsibility to report the matter. The Policy set forth discusses this, 
as well as provides contact information, a statement of confidentiality 
and anonymity for the reporting party, steps that are taken during an 
investigation, and a statement of non-retaliation. 

The Agency has implemented the policies and procedures in this 
document, including the reporting procedure outlined below, in order 
to further the Agency’s commitment to the highest possible standards 
of ethical, moral and legal business conduct.   

Compliance 
Requirement  

☐Statute:  

☐Regulation:  

☐Industry Standards:  

☒Not Applicable  

Audience ☒  SCUS  

☒  All Head Start 

☒  SCAN 

☒  Interns, Fellows, & Volunteers 

☒ Sub-awardees, partners, vendors, suppliers, consultants and others 

with whom we provide assets in exchange for services or products 
(collectively, “Partners”) 
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Effective date 01/01/2006 

Revision date 05/24/2022 

Retirement 
Rationale 

N/A 
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POLICIES 

An employee who becomes aware of a situation that may be a violation of one of the Agency’s 
policies or may involve other misconduct has the responsibility to report the matter.  

In most cases an employee should report the situation to his/her immediate supervisor.  

An employee who does not wish to address such a concern to his/her supervisor should report the 
matter to the next level supervisor.  

The Agency strongly encourages this reporting procedure as the most efficient and effective at 
addressing most issues, but if the employee does not feel it is appropriate to the situation he/she 
should then report to the Divisional Lead, or to the appropriate members of management as 
mentioned in the Procedures section of this policy, below. 

Reports should be factual rather than speculative or conclusory, and should contain as much 
specific information as possible. This will allow the Agency to make a proper assessment of the 
nature and extent of the allegations and to determine the need for any preliminary investigative 
procedure.  

Roles in the Executive and Leadership/Management bands, as well as Advisors, Senior Advisors, 
and Lead Advisors in the Technical/Professional band, and all members of the People & Culture 
division are required to report behavior they believe may violate this policy  within 24 hours of 
notice. Failure to do so, may result in disciplinary action. 

Save the Children expects the management's and staff's full commitment, cooperation, and 
support of the independent investigation process without interference. Interference  from 
management and/or staff may include but is not limited to filing false complaints, attempting to 
coerce, compel, influence, or prevent an individual from providing testimony or relevant 
information, destroying or altering relevant documentation, providing false or misleading 
information and/or exerting influence in the conduct of an investigation. Such behavior may result 
in disciplinary action up to and including termination. 

Confidentiality and Anonymity 

Reports will be kept confidential to the extent possible under the circumstances.  

If the person making a report specifically requests, Save the Children will not disclose his/her 
identity to the extent that non-disclosure does not hinder the Agency in carrying out a competent 
and effective investigation.  

While Save the Children will accept and appropriately act upon anonymous reports of possible 
violations of policy or other misconduct, Save the Children strongly encourages employees to 
identify themselves when making reports in order to support the Agency’s ability to conduct 
investigations. Not knowing the reporter’s identity can make it harder to investigate an alleged 
concern if enough information is not provided. If a person chooses to report anonymously, the 
person should provide as much information as possible (ex., dates, time, place, and involved 
parties.) This data strengthens the Agency's ability to carry out the investigation. 
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Investigation 

If the Agency receives a credible report of conduct in violation of Save the Children policy or other 
misconduct, the report will be investigated promptly and, if appropriate, corrective action will be 
taken.   

Persons receiving such reports are charged with exercising appropriate judgment in determining 
which matters may be reviewed under their authority and which must be referred to a higher level 
of management.  

Consultation with supervisors is encouraged and the exercise of judgment should err on the side 
of upward reporting, especially if the report concerns a matter that is likely to involve more than 
one Agency office or department; receive media or other public attention; create a substantial 
exposure to liability; or present a significant threat to the safety of staff, beneficiaries or the 
public.   

All Save the Children employees are expected to cooperate fully with such an investigation. 

 

No Retaliation 

Save the Children will not tolerate retaliation against, or harassment of, persons using these 
reporting procedures in good faith.  

Retaliation or harassment may subject an employee to discipline up to and including discharge. 

PROCEDURES  

# Procedure/ Action Action Owner 

 Procedure 1 – Reporting Possible Violations of Agency Policy or Other Misconduct – 
Report your concern using at least one method listed below. 

1.  Speak with your direct supervisor, Divisional Lead, or 
HR Business Partner 

Employee filing violation 

2.  Ethics Point – By Phone 

You can raise a concern by calling (844) 287-1892 or 
(844) 348-4990. International phone numbers can be 
found at http://SavetheChildren.EthicsPoint.com. You 
can decide whether to identify yourself in your 
complaint or remain anonymous. 

Employee filing violation 

3.  Ethics Point – Go Online 

Online http://SavetheChildren.EthicsPoint.com. You can 
decide whether to identify yourself in your complaint or 
remain anonymous. 

Employee filing violation 
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# Procedure/ Action Action Owner 

4.  By Email: hotline@savechildren.org   Your email will go 
directly to the Legal Dept. who will then enter your 
message into the Agency’s confidential tracking system 
for further action. 

Employee filing violation 

 

TRAINING REQUIREMENTS 

Training Course Frequency Training moment 

New Employee Orientation 
Training 

One-off Within first 90 days of 
employment 

 

MONITORING MECHANISMS 

What are you 
monitoring? 

Data source Action Owner Escalation levels Frequency 

Policy is being 
communicated 
to all new hires 

Attendance 
confirmation at 
New Employee 
Orientation; 
Cornerstone 

Senior Advisor, 
Talent 
Management & 
Employee 
Engagement 

Chief People & 
Culture Officer 

One-off 

Policies and 
procedures are 
reviewed at least 
every 3 years 

 

Expiry date from 
the Policies and 
Procedures 
Library 

 

Policies and 
Procedures 
Library 
Administrator 

 

Chief People & 
Culture Officer 

Quarterly 

 

 

 

EXCEPTION APPROVAL PROCEDURE 

Procedure/ Action Action Owner 

None N/A 

 

mailto:hotline@savechildren.org
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VERSION CONTROL 

Version number
   

Version Date  Revisions made 

5.5 
05/24/2022 Updates to reporting procedures 

5.4 
12/15/2021 Updated to match new titling structure 

5.3 
04/20/2017 Revised format 

5.2 
02/18/2016 Revised format; updated contact information 

5.1 
01/01/2006 Resolving Employee Grievances and Reporting 

Possible Agency Policy Violations or Other 
Misconduct Policy first created and approved. 

 
 


